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Downloading and Installing the Clearinghouse Edit Program:

Go to the secure Move-It Site:  https://secure.schools.utah.gov

Find the Distribution/Clearinghouse Edit Program File Folder

Select the CLH_ Edit.zip.exe file
Select - Download

Save the zip file to where you have permissions to save (usually local C: drive or C: with the name of
your computer. If you don’t know where to save the file, contact your IT staff.)

Close the Move-It Download Wizard window
Always Sign-Out of the secure site Move-It

El
Double click on the CLH_edits.zip.exe file to extract the Clearinghouse edit files. =it aPee

WinZip Self-Extractor - CLH_edits_ZIP.exe E‘
Tounzip all files in CLH_edits_ZIP.exe b Ul
specified folder press the Unzip button. ﬁ

Urzip ko folder: M
‘E:\ " Claze
v Owvenwiite files without prompling
- About
Help

Select the Browse... button and save the extracted files to the drive

you have permissions to (usually local C: drive or local C: with the name of your computer). If you don’t
know where to save the file, contact your IT staff. Select Unzip and save your files.

After extracting this file, go to the location you unzipped the files and find the folder created and

© Rile Edt  Wiew Fawotites  Tools  Help

D Back - - ? ) search Folders -
Q- Q- F|)

| Address s C

|
) 7595eh3e7d847ea25hea57 489646

System Tasks 38 ) CLH_edits

| ECLH_editsoId

named CLH_edits.
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| Address |3 C:ACLH_edits

) Data
File and Folder Tasks L) Temp
9 make a neve Fader 5 it fle
&3 Fublish this folder to the ) CLH_edits_z1P .S
i [ corfia. fow
= Edit User's Guide. pdf
[ FowusER. DEF
FOXUSER.FPT
= Installation. pdf
<e» Local Disk (C:) %) mswer7o. dil
=3 My Documents -;*j wFp7r.dil
= M@y |%5) WFPFRENMU.DLL

%) wFpre.dil
® My Network Places

k=2 share this Falder

oOther Places

Open the CLH_edits file and select the red fox icon ¥ CLH_edit.exe

Drag the red fox icon 3 CLH_edit.exe to the desktop, right click and tell it to Create Shortcut here. (If
you don’t have permission, contact your IT staff.)

[ [

The icon will change in appearance. “heftexe  Eyecyte the new Clh_edit.exe icon. ©hedtexe

If this error comes up:

CLH_edit.exe - Unable To Locate Component

@ This application has failed to start because MSYCR70.dIl was not Found, Re-installing the application may fix this problem.

This file Msvcr70.dll

can be downloaded from:

http://www.google.com/search?hl=en&g=msvcr70.dlI&ag=6&og=msv

Copy the files to the proper Windows folder: Windows XP - windows\system32 folder or change copy it
into your Clearinghouse Edit folder.

For more information, go to the Clearinghouse Edit Program documentation:

http://www.schools.utah.gov/computerservices/Data-Clearinghouse.aspx

Select: Data Clearinghouse Edit User's Guide

[

Execute the newicon  “heftexe  aoain. This time you shouldn’t see an error.
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Check the version of the Clearinghouse Edit by looking at the bottom left corner:

[E] Clearing House Edit

Clearinghouse Transactions Edit

[Soos

School Year : Update : — october 1

~ vecember 1
o a

© CIL Al prefoaa)

Path to Transaction File :
[ " PHOBERNDESRTOTA Y

Finet Tile

Core Code Table
Last upaatca wann Fiie.

03032000 _11:15:50 am 03m3

Hun Lan

Clearinghouse Transactions Edit

School Year: [zuuy

Update : © october 1

or 1

< CIE WAl protoad)

Path to Transaction Fils :

[ prmER I sTOR DY

i

This Versionis: 4.37.2 — |- This version is already
outdated and has been updated to a newer version on the web. The versions change often. This is
where you will always check to make sure you have the most current version available for the
Clearinghouse Edits Program. If you are not sure you have the latest version, check the secure Move-it
Website for the latest version information. You can close the Clearinghouse Transactions Edit box at the
top by selecting the red X or select the Exit button. You have now finished installing the Clearinghouse
Edits Program. You will need to repeat this process every time there is a new updated Version of the
Clearinghouse Edits Program.

Find Fila

Run s |

Getting the data needed to run through the Clearinghouse Edit Program:

You will need to get the data file for the Clearinghouse edits in FoxPro.

Go to UT Audit/Uploads module

SIS 2000+ Main Menu: Sani-Tooele Trunk School Distric 07/08 (== =] Utah Uploads

File Reports Help Date:09/01/2009 Testing Pre-Print Upload
= Testing Pre-print Verificati
w101 Clearinghouse Upload
3 % % SSID Process
Enrollment Scheduling Attendance
& ¢ e
Srves & Prgrms Behavior Health Student Fees
T ——
s kil
Food Senvice UT AuditUploads Exit
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Select and highlight the school(s) listed on the left that you are running the file for. Put a check markin

@8 Statistical Reports.

I Year Round Membership

| 8 y22/2007 - | and| 5 /292008 | [ Membership Lists

Select Schools
101 - Sani-Tooele Preschool (Tri A
102 - Sani-Copper Canyon Elementa
104 - Sani-Dugway Elementary (Trk A}

106 - Sani-East Elementary (Trk A)
108 - Sani-Grantsville Elementary (Trk

112 - Sani-Harris Elementary (Trk A}
116 - Sani-lbapah Elem (Trk A}

120 - Sani-Stansbury Park Elem (Trk A)
124 - Sani-Rose Springs Elementar (Tr
128 - Sani-Middle Canyon Elementa (Tr
132 - Sani-Morthlake Elementary (Trk A}
134 - Sani-Overlake Elementary (Trk A)
136 - Sani-Vernon Elem (Trk &)

140 - Sani-Anna Smith Elementary (Trk
142 - Sani-West Elementary (Trk A}
146 - Sani-Willow Elementary (Trk A}
202 - New test school (Trk A )

Preview |

| Print w/Setup |

I E and P

I Graduates and Dropouts

I~ CTE Membership Report
...

I~ Enrollment: Active

I~ Enrollment: Self Contained

I E 2 [; =

I~ Enrollment: MNA, PV, Mot Active

I~ Enrollment Summary by Ethnicity
I~ Dec 1 Reports

I~ Summary/Certification Report by Age

l Public Law 94-142 Detail Count

ed

Clearinghouse Upload File.

Select the button with the three ... (Dots - Signify Browse)

Select the Browse button and save the extracted files to the drive you have permissions to (usually local

C: drive or C: local drive with the name of your computer).

contact your IT staff.

[l

e
[

> [e— rr— (|
. N - =

If you don’t know where to save the file,

Create a folder where you have permissions (usually local C: drive or C: with the name of your

computer) and name it Clearinghouse to make it easy to locate.

Save As

Savein |[@ Deskiop

3

(E3my pocuments

1
:3 2 My Computer
MyRecent by Network Places
Documents |17 Usoe Share
= [ ClearingHouse
Deskiop
My Documerts
My Computer

&

[gee ]

File Name: | Supermentighschool
MyNetwork  Savesstpe | Fie (") -

(=

[ canca |

Select and open the folder you named Clearinghouse and

name the new data file you are creating by

the school name. This will put the data file inside the Clearinghouse folder. Select Save.

Then select Create File. This can take several minutes to create.
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Microsoft ¥isual FoxPro

Upload file CDOCUMENTS AND SETTINGS|PHUBERIDESKTOPISUPERMANHIGHSCHOOL, TET was successfully writken,

After it runs, it will look like this:

Select

This process will need to be done often because data changes occur almost daily in schools. Keeping
data accurate is critical. Even when the data doesn’t need to be submitted to the Clearinghouse, it is
wise to run the edit checks often to ensure perfect data. This saves a lot of stress at the end of your
school year. You should be editing and correcting your data throughout the school year.

You will need to fix the data in FoxPro and then create new data files and put them through the
clearinghouse process over and over until the data has no errors.

Putting the data through the Clearinghouse Edit Program:

[

Open the Clearinghouse Edit Program by selecting the Clh_edit.exe icon: Chedtexe

Select the file type you want to run. This will be determined by the time of the year the data is needed
for submission —

October 1; submitted Oct 1%
December 1; submitted Dec 1**
Year End; submitted July 7

CTE (PATI preload), if you have CTE students (Career and Technical Education). This data is sent directly
to CTE for preloading PATI data (Program Approval for Technical Instruction). THIS FILE IS NOT TO BE

SENT VIA THE REGULAR CLEARINGHOUSE UPLOAD PROCEDURE. Also, when sending the file to CTE, DO
NOT send it via email. Contact the CTE Department to find out the secure method they want you to use.

If October 1* or December 1* falls on a weekend, it will be submitted the following Monday. Read the
Clearinghouse Instructions for complete information.

Clearinghouse Transactlons EdiIt
1

School Year: [2UUy Updare : ¢

Octs

Path to Transaction Fils :

H:  FHUBET DESKTODN O Fird File,
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October 1 is due October 15 but data is always dated October 1. December 1 is due December 15 but
data is always dated December 1, and Year End is due July 7™. It is wise to submit the Year End (S3)
data by July 2" and check with the state to make sure the data is clean. When submitting data to be
checked for errors before July 7, make sure there are no data errors and when uploading it, put a
message that the data is only being submitted for checking for errors, not for final submission. If you
need to make corrections, this will give you the time to correct the data and resubmit it by the final date
July 7. After July 7%, there is no more correcting the data.

To find the data file you created and named (your school name):
Select Find File on the Clearinghouse Transactions Edit Program

ﬂ Clearing House Edit Eﬂi“g\
Clearinghouse Transactions Edit Edit Summary
(April 15, 2009 09:12:56 AM }
D= 1 Total
School Year: |200% Update : « october 1 ‘ Transactions
with 2
" December 1 sc= 1 SIrors;
8
-
CEL 51= 952 with wamings:
" CTE (PATI preload) 0
52= 190
Path to Transaction File :
H: \PHUBER\DESKTOPY Y Find Fils MM%
AM=| 11413
AG= Sz6
Core Code Table Update
Last Updated with File dated
0310372008 11:18:53 AM 03103/2008
Language Code Table Update
Last Updated with File dated
wAma) Run Edit | 030372009 111957 AW 03103/2009

Browse to the place you put the data file (school name) that was created from FoxPro.

Select Transaction File EI El

Look jn: | ES WIS ~| & &5 E-

[Z] SUPERMANHIGHSCHOOL. TXT _

Files of type: |AII Files [ tut] ﬂ Cancel
Help

Double click on the selected file and that will bring it into the Clearinghouse edit module or highlight the
name of the file and click on the Select button and that will also bring it into the Clearinghouse edit
module.
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Select the Run Edit button. It will process the data file.

Edit Summary

(August 14,2009 O7:57:29 AM )

School Year: [2010 Update : © october 1
 Decomber 1 sc=[ 1
 Yearena
© CTE (PATI protoad)

Path to Transaction File :

[crvostns\emmEa aswor Frie

Core Code Table  upd| Clearing House Edit [X]

_Lastupdsted _ with File dated
08012008 123238 P 08012009 .
Language Code Table  upss: | 1) Edrcomplete
Language Code Table
Last Updated with File dated
0 Ronks | [ e || sore Tois || osmvzoes 1z3arew oan12008

After it has processed the data file, select OK.

In the box above below Edit Summary, you will see the buttons: Display — Print — Extract

Clearinghouse Edit -- Error Detail
Edit Date: November 06, 2009 03:15:18 PM

st Fiold Error
School__Transaction (st 32 chars) P Emor  Cowmas message

Select —Display to give you a quick view of the data errors. ' ' =

llh E] |
Clearinghouse Edit -- Error Detalil
Edit Date: April 20,2010 08:12:63 AM

Start/End  Field Error
school Transaction (first 32 chars) Field in Error Columns Value Messag
Tos[s1-17e7E Pannywall |[ETHNIC/BACE [oza [osa i ETHNICITY / RACE ioWglasing =
108 [s1=17876 Hatting  [ETHNIC/RACE 084 090 |1

ETHNICITY / RACE is Missing 7

108 [s1=17882 Spagnole |ETHNIC/RACE og4 |0sa u ETHNICITY ; RACE ia missing

108 [s1=17804 Smych ETHNIC/RACE 084 |03 |1 ETHNICITY / RACE is missing

108 [s2=17854 sLAZ0051214 Envey/Exiv Daves 014 |01 |sLa SCRAM mrrex - Overlapping dates

408| - same ransaction -- [Fizsr wnzall in U.d145[152 [Laseoern = I

108 [s1=19970
408 [s1=19982

400 |s1-19994 ETHNIC RACE 00s [090 i ETHNICITY / RACE

408 |s1-20016 [ETHNIC/RACE 084 [090 i ETHNICITY / RACE r
08[s1-20046 ETiNTC, RACE 02 (090 i ETHNICITY / RACE L
408 |s1-20087 lErHNIC RACE 090 i ETHNICITY / RACE

408 |s1=20124 [ErHNTC/RACE 090 i ETHNICITY ¢ RACE

408 |s1-z0128 lETHNIC/ RACE 050 i ErEvICITY ¢ RACE

ranzc/aacs 050 [ sreicrTe ¢ aacs
eranzc/mace 20 [ rvicrry ¢ macs
=ranre mac= 050 [ =rerorry ¢ macs

a0s [s2-20423 Rebacx  [zTENIC/mACE 224 [aso [ ETHNICITY / BACE i missing x|

Retun

When finished viewing the errors, select the Return button.

Select Print and print the errors for easier viewing to correct the data.

| Clearinghouse Transactions Edit | Edit Summary

CApi 16, 2000 015010 1)

sanaaivaari [2007 | Upsaa: oo
 ven
Path to Transaction Fils :
[\ poctmmiTs o s Foarie || mae [ | Bt e | e
A= EED) y——nd o
R 0
Core Cods Tabl

Language Code Table  tpdse
Last updated it File astoa

e e | | T T

To view Raw Data Counts — Select the button More Totals.
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[E] Clearing House Edit

Clearinfouse Edit -- S¢iit Raw Data Co b
Edit Date: April 16, 20{8b1:59:19 PM

Student Totals (S1) | SCRAM Totals (S2) | Kindergarten Type Totals
Student Counts (Distiict) Student Aggregates (Distiict)
Totals to display
Total Active | [ Graduated Total Active
 School S1 Count 516 132 0 Membership dys | 6415 | elaa
Male a6t et o Attendance days 61058 58055
Female 255 211 o
Attendancerate (%) | 94,02 94.21
Special Ed 55 a1 0
Limited English 13 10 0 Attendance Rate Calculations
(., or 0] TOTAL = 61053 / (64619 + 323)
EC[%“RDIVS]MN 203 174 ACTIVE = 58055 / (61323 + 300)

| Retum Print Report

Caution

T ™

Here you can select:

Student Totals (S1) — SCRAM Totals — Self-Contained Resource Accounting Master Membership (S2), or
Kindergarten Type Totals. Depending on what report you choose to run: October 1, December 1, or
Year End. They are all different reports to print or view. Save all reports.

These reports are important to print and file for audits from year to year. Select Return to exit the
Raw Data Counts or select Print Report to print and file reports.

= ~

[
2 ©

Correcting the data errors displayed from the Clearinghouse Edit
Program:

I 1 -

o] =
Clearinghouse Edit -- Error Detail
Edit Date: April 20,2010 08:12:63 AM

Start/ End

Field
Value

Error message clarifications -found in ‘DATA CLEARINHOUSE EDIT PROGRAM'’- Pages 23-42.

There are two Clearinghouse Documents you need to retrieve: Data Clearinghouse Edit Program and
Data Clearinghouse Update Transactions . They are both important for you to reference for
information. They are both edited often. These documents are dated so that you will know you have
the latest updated information. Make sure you are always accessing the latest updated versions.

10
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Both documents can be downloaded from this site:
http://www.schools.utah.gov/computerservices/Data-Clearinghouse.aspx

Both documents will change often with the updates that occur in the Clearinghouse Edits Program.

DATR CLERRINGHOUSE EDIT PROGRAM DATA CLEARINGHOUSE UPDATE TRANSACTIONS

(Revised: April 21, 2009) _

N THE RECORD LAYOUTS, ITEM DESCRIPTIONS, AND VALIDATION RULES OUTLINED IN THIS VERSION
Revieed: April 1, 2009 WILL BE IN EFFECT BEGINNING WITH 2008-2010 FALL ENROLLMENT (OCTOBER 2003)

Make sure you have the latest version from the website.

SIS 2000+ Main Menu: SaniTooele Trunk School Distric 07/0% (=ulii=h
Eile Reports Help Date: 09/01/2009

Enroliment Scheduling Attendance
> L4

Srves & Prgrms Behavior Health Student Fees
* | G
Food Service UT AuditUploads Exit

Make the corrections to the data by going into FoxPro:

Select the student, teacher, course, or class that shows the errors.

If it is a student (S1) error, go to the Enroliment Module == Student Editor Module and correct it there.
If it is a teacher (AC) error, go to the System Module = Faculty Module and correct it there.
If itis a course or class (AC,AM) error, go to the Scheduling Module and correct it there.

11
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S.S.1.D. Process in SIS 2000+

Before submitting your data to the state, make sure you have verified and reconciled your student
S.5.1.D.s on the S.S.1.D. website. https://ssid.schools.utah.gov/ssid/login.aspx This is critical!

&5 Utah Uploads

Testing Pre-Print Upload
Testing Pre-print Verification
Clearinghouse

SSID Process

Run the SSID Process in this order:

First -- Retrieve SSID Numbers, even if they are kindergarten students, then -
Update SSID Numbers
Second -- Retrieve New SSID Numbers then - Update SSID Numbers

Third -- Update SSID Records. Update is used to change the attributes for a student that already
exists in the SSID data system. The submitted row’s SSID, LEA Number, and LEA Student
Number must match an existing student.

Fourth -- Verify SSID Numbers. This will verify that an existing student’s SSID and attributes, as
recorded in the LEA SIS2000+ system, match the SSID data system. Make corrections with
duplicated students, etc. - If they are not verified and corrected, this will cause problems

when submitting your data to the state at year end.
28 552000 Sote S e oo ===

Select Schools Create Request File for 51D System:
-Sani-Taoele Preschool (T~
102 - Sani-Copper Canyon Elel
104 - Sani-Dugway Elementary
106 - Sani-East Elementary (Tr
108 - Sani-Grantsville Element:
112 - Sani-Harris Elementary
116 - Sani-loapah Elem (Trk A}

101

I

" Refrieve SSID Numbers

I

" New SSID Numbers
" Update SSID Recor

I

" Verify SSID Numbers

Select File Location:

a

120 - Sani-Stansbury Park Eler
124 - Sani-Rose Springs Elem
128 - Sani-Middle Canyon Elen Process Response File from SSID System:
132 - Sani-Northlake Elementa
134 - Sani-Overlake Elementar
36 o serno S1orm i s

== No File Selected =*

Get Response File
*** No File Selected ™

I~ Response File Eror Report
I Update SIS System

Preview Print w/Setup Create ‘ auit |

For instructions and more information about SSID’s - Call: Lisa Lindgren: 801 538-7637. To access the
web site: http://www.schools.utah.gov/computerservices/Agency%20Services/Agency.htm

12
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Print all reports from the statistical Reports and the Clearinghouse Edit

Program:

e 4

It is critical to print and file

copies of all reports from year to year for

auditors. Also, print and file the report you receive back from the state for the Year End Report for

July 7th.

Print and file the reports from the Statistical Reports by selecting the reports and select Preview then

Print or select Print w/Setup.

=] statistical Reports

Students Enrolled Between

ok

[ Year Round Membership

iight Intermediat (Tr

- Sani-Re

T04 - Sani-Grand High (TrkA)
801 - Sani-C.R.Sundwall {TrkA)

| 872172008 ~|and| 5 /12/2009  ~| | Membership Lists

UK Elementary (Trk A]
404 - Sani-Grand Co Middle Schaol (Trk

[~ Enrollment and Membership
[ Graduates and Dropouts
" CTE Mermbership Report

[ Oct 1 Reports
[~ Enrollment: Active
I~ Enrollment: Self Caontained
[~ Enrollment: Horebound/Hospitalized
[ Enrollment: NA, PV, Mot Active
[ Enrollment Summary by Ethnicity
[~ Dec 1 Reponts
™ Summary/Certification Report by Age
I Public Law 54-142 Detail Count

[=| Statistical Re ports

Students Enrolled Between

v Year Round Membership

| 8/21/2008  ~|and| 5 /12/2009 | * Membership Lists

108 -Red Rock Elementary (Trk A
404 - Sani-Grand Co Middle School {Trk
704 - Sani-Grand High (Trk &)

801 - Sani-C.R.Sundwall (Trk A}

v Enrollment and Membership
W Graduates and Dropouts
W CTE Membership Report

Oct 1 Reports _

ke Enrollment: Active

I Enrollment: Self Cantained

v Enrollment: Homebound/Hospitalized
v Enrallment: NA, PY, Mot Active

Iv Enrollrment Surnmary by Ethnicity
F:Dec1 Repurls:

<]

W Summary/Cerication Repart by Age
W Public Law 94-142 Detail Count

J " Clearinghouse Upload File

Print wiSetup

These reports are critical for auditors for all three times of the year, October 1; December 1; and Year
End Membership. They should be saved and filed for reference. Auditors will sometimes ask for two or
three years back data. These reports can usually answer the questions they request.

J [ Clearinghouse Upload File

Print w/Setup

Freview

Create File LCreate File

Quit ‘ Preview

Quit ‘

If you are running the October 1 Reports, make sure the date ends with October 1. Example: Students
enrolled between ?/??/20?? and 10/01/20??. This is the same for the December 1 Reports. Students
enrolled between ?/??/20?? and 12/01/20??. If you do not fix these dates, your data will pull from the
current date (today’s date) that you are accessing the reports and your data won’t be accurate.

This year the auditors will be asking for class rosters to determine class size information. Be sure and
save all the class rosters for all terms to a .pdf and file them with your other critical information.

Remember to print and file the Raw Data Counts when running the Clearinghouse edits all three times

& o 4

of the year.
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CTE - Career and Technical Education Program (PATI preload)

CTE (PATI preload) - Career and Technical Education

[E] Clearing House Edit =]

| Clearinghouse Transactions Edit | Edit Summary

(May 01, 2009 10:12:24 AWM}

Total
School Year: 20083 Update : © october 1 Transactions

" December 1 sc= T "7““'“_,"""
© Year End U wrth warmings:
€ CTE (PATI preload) o

Path to Transaction File :

[s:\ PHUBERDESKTOR VUL Frarie || Es=[ o Disptay| primt | Extract |
am=[ 11s1a

ac= 528

Core Code Table Update
Last Updated with Fite dated
03/03/2009 11:18:53 AM 0amarzone

Language Code Table Updste |

Last Updated with File dated

Run Edr || amamona 1n.10e7 oamarzos

This option is for sending the file, at year end.

This file is sent directly to CTE for preloading PATI data. THIS FILE IS NOT TO BE SENT VIA THE REGULAR
CLEARINGHOUSE UPLOAD PROCEDURE. Also, when sending the file to CTE, DO NOT send it via email.
Contact the CTE Department to find out the secure method they want you to use.

Uploading the Year End file for the July 7™ submission:

When you have finished running the FoxPro data through the clearinghouse and there are zero errors,
you are ready to upload your data to the clearinghouse. You can tell there are no errors in your file
when the Display button is grayed out. The button cannot be accessed because there are no errors to
view or correct. This doesn’t mean there are no errors. The Clearinghouse Edit Program does not find
all errors. Thatis why it is critical to submit your data early to the state — July 2", so the state can send
you back your report with the errors you will need to correct and resubmit your data corrected. Most of
the time there are errors missed in the Clearinghouse Edit Program.

To upload your data to the USOE Secure Site Move-It:

Login to https://secure.schools.utah.gov/ directly or use the link below

http://www.schools.utah.gov/computerservices/Clearinghouse/Clearinghouse.htm

See MOVE-it DMZ User Guide at https://secure.schools.utah.gov/doc/en/helpuser.htm
For help with uploading a file)
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Select Data Clearinghouse Upload option from the Clearinghouse page

Be sure to select the correct path on the secure web site before you start the process of uploading the
file. The path should be as follows:

Distribution/School Districts/School Name (your school name)/ClearingHouse Uploads
The School Name will be your school name.

Select the link to launch the upload wizard. Select the Add button on the top. This will allow you to
browse to locate the file you have created. Find the Clearinghouse data file you have created. Select the
next button and follow the instructions to upload the file.

BEFORE you select to upload your file be sure to navigate to:
Folders\Distribution\School Districts\(your LEA(District, Charter))\Clearinghouse\Uploads on the
website otherwise, the file will be uploaded to the wrong folder.

Notification:

It's important that you e-mail Bruce Hudgens (bruce.hudgens@schools.utah.gov) and ‘CC’ Shane
Johnson (shane.johnson@schools.utah.gov) to inform them that you have uploaded a Clearinghouse
file. If you fail to notify them that your file has been sent in, they may not know it’s there so it might not
get processed. During YEAR-END processing be sure to specify in each e-mail what processing is to be
done (finance, vocational, both) or that this is just a submission for data corrections only.

USOE Clearinghouse will check your data and contact you.

Bruce Hudgens (or Shane Johnson) will reply to the email sent by the LEA (District, Charter) when the file
was uploaded. This reply will indicate the Clearinghouse update was completed and the report
posted...unless the update had errors. Then the reply will indicate the update was NOT completed as
well as a description of the errors that need to be fixed. These errors typically involve invalid SSID
numbers or actual LEA(District,Charter) and/or

School numbers that are invalid (not in CACTUS) such as where taught district and/or where taught
school in the Course Master record (AC). These verifications with the SSID system and CACTUS cannot be
done by the edit program.

You will need to retrieve the reports. Make sure the reports are correct before
the final submission of your data process is complete.

To download the reports, sign on to the secure FTP site (as described in UPLOAD INFORMATION above).
Navigate to:

Folders\Distribution\School Districts\ (your LEA)\Clearinghouse\Reports

All available reports will be listed. Select the Download option next to each report you wish to
download. When presented with the option to “open” or Save, select Save and proceed with saving the
file to your PC.
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IT IS IMPERATIVE THESE REPORTS BE VERIFIED BY THE LEA ((District, Charter). IF THE DATA SUBMITTED
WAS NOT CORRECT, THE LEA ((District,Charter) MUST CORRECT THE DATA IN THEIR SIS SYSTEM AND
SUBMIT A NEW FILE WITH CORRECTED DATA before the deadline.

THIS VERIFICATION PROCESS MUST BE REPEATED UNTIL THE LEA ((District, Charter) IS SATISFIED THE
DATA SUBMITTED IS ACCURATE AND THIS PROCESS

MUST BE COMPLETED BY THE IMPOSED DEADLINE.

The process is not complete until you have verified your data is correct by the July 07" deadline.

After the July 07" deadline, you will be contacted by the state when your data has been processed
and completed for you to retrieve for filing.

For more instruction read the manuals for the Data Clearinghouse Edit Program and Data
ouse Update Transactions.
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